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2 JUN 1964

MEMORANDUM FOR: Director of Finsnce

SUBJECT © ¢ Administrative Reporting, Small Stations

1. A short time sgo the ADD? directed thet this office review
the administretive requirements levied on the smasller (one +to six
mon) stations and bases, end submlt recommendations designed to
eliminate the unnecessery requirements and to sinplify those which
were valid. Two areas where the need for simplification is most
svparent are in finsnciael reporting end finesncisl property account-
ability. We have carefully reviewed the current practices and have
drafted proposals which we believe would satilsfy the needs of
management as well as provide the necessary controls. .The proposals
have been discussed with the Chief, Audit Steff, and with the AF,
NE, and VWH Divisions. We are particularly esnxious to simplify the
‘reporting systems for some <. the smaller stations now being opened
in Africa and should eppreciste your views ag soon as possible.

"2, In developing these drafts we proceeded on the principle
that, in an age of electronic computors, there is something incon-
gruous ebout a system which requires operations officers at stations
averaging only one or two disbursements a day to meintain a set of”
financial records designed for e much more active nost. Similarly,
when a station’a property assets are limited to a few items of
offlce equipnment, 1t serves no useful purpose to have opersations
personnel maintain a set of logistics records sophisticeated enough
Tor a small warehouse. Tt is our view that the chief of a small
post should be required to repori only the basic data, that the
variousz financial and proverty reports should be prepared st Head-
guarters, asnd any redquired statistics wmaintained gt ADP,

Financ.. . Keporting

3. At the very smsll posts the financial reporting should be
limited o {a) a description of individual transactions in sufficient
deteil to assure Headquerters tioot the disbursement was proper, and
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{b) necescary mssurences that the funds edvanced to the post are

adequately protected., "Cless B Accounting end Reporting
25X1A _ Procedures," generally epplles to.all stations with no Finance-

fficers assigned, It includes seven chepters of instructions,
policies, forms, snd semple entries for every concelvable situstion
without regerd to the probable scope of the small stetion's :
activities. ' Operstions officers at the smpller one to six men
stetlons are usuelly heavily commltted to their operationsl pro-
grams, end any reductlon in instructionsl naterial with which
they mst deal and records which they mist maintain would provide
them time to be evplied to the more importent edministretive and
operational functions of the station.

4. Ve have attached a dreft of a system which will satisfy

The requirements of the Area Divisions in terms of menegement, end

- the Audit Staff in terms of finenciel controls, We belleve that it
wlll elso setisfy the needs of the Office of Finence in terms of
finenciel reporting. It assumes thet field personnel should be-
required to report the "how, when, where, why" of disbursements,
and that supplementery schedules and stetisticel reports which sre
desired ab Headcuarters should be brepared at Headquarters, The
besic vehicle is a voucher form which closely resembles s blank
check., All information relating to a given transaction will be
recorded on the form and will be sent to Heedquarters or s WSHEADSET
with the supporting docunmentetion. This fulfills the station's
responsiblilities unless questlons sre rasised by the reviewing
official at Hesdguorters or WSHEADSET. Balences of cash on hend
and outstending edvances are carried forward from stub to stub,
end are all that the station needs to control its only two current
assets. The vouchers will be pre- wrbered, end will be submitted
28 frequently as desired but st least monthly. Finence Officers
loceted at the WSHEADSET or st Heodquarters will review the trans-
sctions, check the computetions in +he belances brought forwerd,
and, process the trensactions for recording in the Agency's systen
of accounts. Copies of the check stub and the individual vouchers
will be reteii 4 at the stetion in a bound book to form en esuditable
record. The net effect of this will be to have the field station
prepare this basic deta required (vouchers), but to have Headquarters

cr WSHEADSET prepare the formal aeccounting entries,’

5. We bellcve the draft is self-explanatory, but we will be
heppy to discuss the proposal with you end to answer any cuestions
which you may have.

Pronerty Accountsbility

5. Uis office e presently in possession of g dispatch,
prepered o, e Office of Logistics and sddressed, to a new one-msan

(2}
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strtion being esteblished in |G - - 25X1A6A
dispatch contains (a) two rpazes of typed narrative directing the
esteblishment of Type II Finencial Accounting for (b)

25X1A & ©opy ox a .
3l-poage handbook of tecknical directions Tor Dropervy account-
ebility, and (c¢) six envelopes of assorted forms, cards, and menie-
Tests, ALl of this is %o ensble the COS %o keep track of a few
items of ordinarr office equipment. To install such a system to
cover a handful or assets is, we believe, preposterous. In the
Tirst place, it would be unreasoncbie Lo cxpect any operations
oificer to ever understand such instrucitions unless he completely
avandoned his operational misslon until he grasped them. Second,
even if he mastered the instructions we believe that they con-
tribute nobhing in the wey of station nmansgement., Genersl Carter
racent asked for inlormation concerning certain propervy overseas,
el we were unable to provide it because no informstion is
currently maintained at Headquarters.

T+ As in the case of financisl reporting, the fundemental
spproach to property accounbapility, particulerly ot the small
posts, should be to provide the COS with an suditable inventory
end to produce at Headquarters wastever stabistical sumisries are

25X1A6A required. It could take %tha several doys to under-
: stand the technical requirverents of and to prepere the  25X1A

dozen Or so property cards. The cards coculd have been prepared
ot Heedquarters, by o Logistics or Finence Officer ; In less tine
than 1t tock to assemble the instructions to the COS, Ve Dbelieve
thas o very simple memorandum receipt system could be implemented
&% most smell stations in the following wsnner:

&. The Materiel Record cerds, either in the present
or a revised format, should be prepered at Headguartcrs
in two ecpies for each item. One copy should be sent to
the COS. This group of cerds is.the only record which is
2T Ty _required at the stetion. The second card Wowld
provice the Headquerters record,

b. If eddibionsl oroperty is sent to the station, a s
cgrd for the new item would be provided in lieu of, ox
wogether with, shipping manifests snd miscellaneocus infore
mabion now being sent. IF property is purchased at the
statlon, it would be reported to Headquarters snd a card
Drepared end returned to the COS..

c. Vhen property is expended for eny purpose s the
Lo woald describe the transaction on the reverse side of
tne cwd and pouch it ‘o Hesdquarters, Headquarters would
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toke Ui tocessary actilcon to record the transsetion end
adjust the property records.

é&. Waile there dis Litvle Lo recormend the Dresent

Torm of the Matericl Record card, it could be re talned if
cLhere are reasons which gre not Xaowa o us. However, we would
nrenese what IBM punched cards be substituted. These could

be punched at Hecdquarters wo reflect nomenclature, cost,
sterility code, or any other desired informetion. Station
Inventories could then be produced at Headquarters merely

by swaning IBM listings.

¢, Inventorlies could be nerlod*cally provided to the
Ield station *or comparison Lo The {ields property cards,
Tileld Auditors lmmediztely prior 1o the Field

- We gre wmost enxious - fevelor a slnplilied financlal and propexrty
oeporeing systen wal cen be placed into effect gb selected stations
on & trial basis., II possible wa saould like to initiate such a

rigl progrem as stabion chieds swe rotaved this summer. We would

ol
-

therefore be most grateful for an esriy response.
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